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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Research Writer 1930-5617-xxx 50001824 |

APPOINTEE

SAP PERSONNEL NO. | DIVISION/SECTION
State Water Project Analysis Office/Bulletin 132 Sec

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
1 Supervisory [] Lead Person Lauren Buffaloe Supervisor of Technical Publications
APPROVED BY (Personnel Analyst's Name) DATE
MGalvez 8/30/06
P eg_c;j%rg of Activity
POSITION SUMMARY
Under the direction of the Supervisor of Technical Publications, the Bulletin 132 Section staff
researches, develops, assembles, converts, edits, revises, produces, and publishes Bulletin 132.
Bulletin 132, Management of the California State Water Project, is the largest annual report
published by DWR and reports on activities of the State Water Project.
ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; maintain regular,
consistent, predictable attendance; and exercise good judgment.

40% Coordinates with division or departmental personnel who submit material for publication.
Researches, develops, assembles, converts, edits, and revises text, tables, and figures in
accordance with approved style guidelines to assure continuity, clarity of expression, conformance
to DWR policy, and proper grammar and punctuation.

35% Uses computer hardware and software to produce stylized text, tables, figures, photos, and layouts
of Bulletin 132, Appendix B, Appendix E and other approved publications.

10% Coordinates with DWR Graphic Services, DWR Reprographics, and other print vendors to prepare
Bulletin 132, Appendix B, Appendix E and other publications for printing and distribution.

5% Prepares final content for presentation and distribution on the World Wide Web.
5% Maintains archives for work-in-progress, including written documentation of the Bulletin 132
process.
5% Performs other duties as required, including providing editorial expertise to division staff in the
preparation of memoranda, reports, speeches, letters, and presentations.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'S SIGNATURE DATE
>
EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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